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COMMENTS AND SUOGGESTIONS BY OFFICE OF GENERAL COUNSRL
en the
CENTRAL INTPLLIGENCE AGRMCY CORRESPONDENCE MANTAL

Commortas

(a)

(®)

(s)

(4)

(o)

Chapter I, Page 4, Paragraph 7 states that the sttention line should

be between the address and the smlutation, separated frem each of
thene items by a double apace. Chapter II, Psge 10, Paragraph 2o

states address on envelope should ocorrespond to the insids address

of the letters Chaptor II, Pege 11, Parmgroph 2f states that the ste
tention line on the envelope should prefersbly be between the name

and the street address,
The third statement soems to be in conllist with ths stendards
set up by the previous two statements.

Chepter I, Page 5, Paragreph 12b states that complimentery close
should be followed by a comme. Iowever, on the referenced Ixhibit 1,

Page 26, there is none.

Chapter I, Page 7, Paragraphs 18s snd b: "Code symbols representing
0IA officese..must be used wien the corrsspondence is directed to the
Director, Deputy Direotor, or Executive, or when correspondence is
for signature by any of these three officers.” Then follows & list
of assipgned codos. '

It Ll# requested that the symbol, 0GC, be inoluded irn such list
for the Qffioce of Genoral Counsel.

Chepter I, Fage 8, Paregraph 18e should state that Form 38-13, Top
Secret Cover theet, must be prepared and stapled to each separate pore
tion of Top Seeret corrospondence being distributed within CIA, (i.e.,
originel and copy {ies) of correspondemce to each different addraessee)
and not e green cover sheet o be placed on top of the entire file,

In no seotion of the Menual, either in writing or by exemple, in the

position of & "Refercnce®™ line showm.

; astion:

{(a)

Change of lianual Style: Nanual to contmin semples or exhibite of difw
ferent types of letters, samcranda, envelopes, telegrams mnd cebles,
oto,, used within CIA. Each sempls or exhibit would stete, witiin its
csontets, the stendards set up by CIA in regard to that partioculer
type of correspondence or item. As the manual is now set up, it is
nsoensary to reed sore than one section of the Manual in order %o get
complete instructions on certain standards dealing with a specific
type of correspondence. The revissd Hanual could contain only seme

AFdrm ang oprtdiabit .20 20l : SiraRDRE7-00384R000100120085-7

RESTRICTED



